Technology Trackable Transfer Approvals

As your site’s technology trackable inventory is updated in the SAP system it may be necessary
to transfer or dispose of items. The following instructions provide steps to complete a review of
the request, and how to approve or deny a technology trackable transfer in the SAP system.

Review and Approve Transfer/Disposal Request

When an item is transferred in the trackable inventory, the sending administrator must approve
the transfer. Once this is completed the request is routed electronically to the receiving site.

Both sites must approve the transfer before the item(s) are “moved” in the SAP system.

All requests appear in the SAP Universal Worklist.
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2. Scroll down to review request and item details
Determine if the item will be approved, if Yes click Approve
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4. Determine if the item will be rejected, then Enter a Reject Reason and click

Reject
Trackable Item Transfer Request - 6000003443 from 0009 to 0068
Sent Date: Today by Status: New
Priority: Medium

Description:  Trackable Asset Reguest - 6000003443
Description: Computer Apple Laptop Aluminum MacBk Pro

Serial Number: W2022D4DATM
Criginal Cost- 1,332.00

rder:

For Transfers...

From Location: 0009

To Location (if applicable): 0068

For Deletions....

Disposal Code:

Reason: Transfer laptop for new employee assignmeni

Enter a reject reason.:
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Repeat these steps for all technology trackable requests.
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